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KENDO ADMINISTRATION

1. Creation a user

Creation a user in application is performed using Admin profile.

1.1. Login to the application using Admin profile

5 HEND®

{_» manager

User login

Username

Username

Password

Password

Fargot passward? LDGIN

1.2. Click at Administrator-Administration-Users on the right side.

[CiDojo [ Project |# Reports

Iy Projects >

= TASKS A4 RISKS © |SSUES = CHANGES _ﬁ

% Roles and permissions ™ Language >
Today 0 Today @ Today @ Today @ Today

FR Code tables £ Logout
Soon Soon Soon : Soon Soan & Password change
Deadline exp [ 2] Deadline exp [ ] Deadline exp e Dead|ine exp e Deadline & Upinad licence file o
Finished o Finished G Finished ﬂ Finished ﬁ Finished o

1.3. Write data into the form for creation a user and choose Project management system role.
Project manager is the basic predefined system role assigned to the user.
Click the button Save. Forward to user his user data. System does not send them automatically.

USER ADMINISTRATION

Full name Email Username
John Doe Jjohndoo@example com Joh
Password #vatarupload System Role
sssssns Select Project Manager v ¥ ViewDajo

Yiew Reparts

san cel



2. My dashboard

2.1. Login to the application with users data . Click the button Login.

l__. manager

User login

Username

Username

Paszword

Paszword

Fargot password? LOGIN

2.2. When you signed up using your user data , you will get your dashboard (My Dashboard).

My dashboard — shows you all the tasks that are assigned to you and all the active projects you work on.

$ENDO

[CiDojo
seaq MANAGET !

[Z1 Project

| Reports

= Messages @

= TASKS A RISKS @ |SSUES = CHANGES

Today 0 Today o Today 0 Today 0
Soon Soon Soon Soon

Deadline exp G Deadline exp e Deadline exp. 9 Dead|ine exp. @
Finished O Finished G Finished O Finished ﬂ
My Tasks iy Risks My Issues Wy Changes My Milestones

Marme Project Start Due date  Pr. Finished Progress

Task Test Testni Projekat 6/1/2018  B/15/2018 © [ |
Milestane Testni Projekat 6/13/2018 B6/13/2018 (1] i =

MY MILESTONES

Today o
Soon

Deadline exp. 0
Finished (0]
Testni Projekat

Privatni projekat @
Project overview test [0

test australian

Dashboard provides you quick and simple overview of all your tasks on your projects.

Within the section My projects on the right side, are shown all projects you are working on.

Note : When we finish the project and archive it, all your project-related processes disappear from your
dashboard. If we activate the project again, all the processes previously assigned to you will appear on
your dashboard. When we deactivate (delete) the project, all processes will be disappeared from your

dashboard.



2.2.1. To easier access and inspection to your assignements, dashboard itself is divided into the
sections.

Sections My tasks, My risks, My problems, My changes and My milestones represent the overview of all
the processes assigned to you to solve them, independent from deadline for solving. Each list can be
searched.

Wy Tasks Wy Risks iy lssues iy Changes iy Milestones

Marne Project start Due date  Pr. Finished Progress

Task Test Testni Projekat B1/2018  BA19/2018 <o

Milestone Testni Projekat 6132018 6132018 <o i

Privatni Task Frivatni projekat 6/11/2018 6/14/2018 [ i

test 1223 Testni Projekat Tree01e 92018 ) e

test 1223 Testni Projekat 72008 FR29/2018 4] i
Mo 2k w Page size: 5 v 10 itemns in 2 pages

Sections Tasks, Risks, Issues, Changes, My Milestones represent the quick overview of all processes and
tasks on your projects based on defined deadline for their solving. The processes are automatically shown
on the lists i.e. processes move from one list to another depending on current date comparing to defined
deadline for their solving.

= TASKS £ RISKS O I1SSUES = CHANGES MY MILESTONES

Today 0O Today (o] ‘ Today 0] Today 0 Today (0]
Soon soon ‘ Soon ‘ Soon Soon

Deadline exp 9 Deadline exp e Deadline exp e Deadline exp o Deadline exp 0
Finished 0 Finished e Finished ﬂ ‘ Finished 0 Finished Q

Note: Kendo manager logo, on the left corner, serves in favour of quick return to your dashboard
from any part of the application.

= iNDQ § Proj Chosen project: 2 -
C { a ] = Messages Search Administrator
Luﬁu_ {j'la'ﬂa'EET‘ [1Dojo [3 Project |+~ Report & iMessage: . Test project Administrator

lo* Overview Iy Tasks ™ Wilestones 5 Cosls @ Issues M Risks &= Changes @ TimeUse W Files 2§ Project settings

Each box contains 4 lists :

Today - Planned deadline for solving of certain process expires today

RISKS

Name Praject Tasks Assigned Influence Reported Finished

Mo records to disglay.



Soon- Planned deadline for solving of certain process expires in period of seven days or less comparing
with due date.

RISKS
Marne Project Tasks Assighed Influence  Due date Reported Finished
Risk test caomment Testni Projekat Task Test Administrator [+] 873172018 F24/2018

Deadline expired - Planned deadline for solving is expired.

TASKS

Marne Project Assighed Start Due date Finished Progress Pr.
Milestone Testni Projekat Administrator 6/13/2018 6/13/2018 i} [}
Privatni Task Privatni projekat Adrministrator Bi11/2018 61472018 i} [+]

Finished- Task or process is finished. Every finished task or process move to the list Finished if is
marked option Finished (image 2).

ISSUES

Narme Project Assigned Tasks Reported ky Due date Priarity

Issue test Testni Projekat Administrator, Ljubo Task Test ljubo £/15/2018 [+

Note: When the checked box is marked as finished on the basic form (task, issue, milestone, change
and risk) and clicking on the button Save, automatically is entered today's date in Finished.

TASK: TASK TEST

Team members

Mame Priority
Resources Task Test High v Milestone
Comments

Subtaskof Total value Currency
Documents

50,000.50 Dollar v

Subactivities/Reordering

Description

testdsss
4

Start Due date Finished date

5/1/2018 E6/15/2018 6/10/2018 ¥ Finished

Duration (days) York fund (hoursy Progres=till now

4 5.00 100 %



Note : When you change planned deadline or check box Finished and delete the date Finished at task,
this will be shown in the list (soon, today,finished and deadline expired) depending on new date you
enter. This rule applies to all the options the project.

EE oo

Team members

Hame Priority
Resources Task Test High v Milestone
Comrments
Subtask of Total value Currency
Docurments
50,000.50 Daollar v
Subactivities/Reordering
Description
testdsss
V.
Start Duedate Finished date
/142018 | Finished
Duration (days} work fund ¢hours) Progress till now
4 5.00 100 %
Motify Users A

m

3.Creation a project

Login to Kendo Manger with user data

S HENDO

» Manayger

User login

Username

admin

Password

Forgot password? LDGIN




To create the new project choose menu Project and click the item New project .

= HEND®

wneggs: MAanNager

| Overyiew

Dojo

Ity Tasks

[Z1 Project

w |+ Mew Project

PROJECT SEARCH

Mew Project

Marne

|#* Reports

BUes

A Risks

= Messages @@

= Changes

@ Time Use

B Files

Search

28 Project settings

Project numtier Start Status Priority Archived
Fill the tab Basic data and click the button Save to create the new project.
PROJECT: NEW PROJECT Greted:  Crsed by Mumberafpeaple:

Id Project number Hame Currency Total value

o 1 Energy Saving Project Dallar j 500,000.00
Category Priority Project in accordance with Status

Economic projects j High j Business Strategy j Open j
Start End
B/30/2018 11/30/2018 Is Private
Description

Test

Note: Upon finsihing the project mark the option Archived. Then, all the assigned processes relating to
project won't be shown at Dashboard When project is activated again, all the items will appear again
at Dashboard. Project manager,authorized for project realization, archives the project.

Dashboard

Basicdata

Project team
Calendar

Project locations
Project owner

Project target users

BASIC DATA
Icl Project number
8 1
Category
Social projects
Start
6/1/2018

Hame

Test project

Priarity

v High

End

91172018

Currency Total value
Dollar T 5,000.000
Froject in accordance with Status
v Development Strategy v Open
Is Private Archived

After you created new project on the left side, you get Project menu with additional options and top
menu with project options (dashboard, tasks, milestones, costs, issues, risks, changes, used time, files

and project settings.



nr o -
3 Administrator
Energy Saving Project S

[ Overview W4y Tasks W ililestones & Costs @ Issues sks = Changes @ Timelse @BFiles 8 Project settings

PHOJECT: 'I = ENERGY SAV'NG PHOJECT Cragtad: 453072014 Creziad by Administmatar Humber af paaple: 1
Dashboard BASIC DATA
Id Project number Mame Currency Total value
RiEfRotLEa 10 1 Energy Saving Project Dollar j 500,000.00
Calend
ey Category Frionty Project in accordance with Status
Project locations Econoric projects j High j Business Strategy j Open j
Project ovener Start End
- e 1
Projecttarget users 6/30/2018 11/30/2018 Is Private Archived
BUsget Description
Demographic data Test
Documents
Logframe A
Reorder activities

3.1. Project dashboard

Project dashboard provides us quick overview of current project phase. Dashboard of the project shows
all the processes realized within the project. The processes are sorted per priorities and costs, time and
project status are presented graphical.

= hosen project [
ﬁaihﬂ'gne? [CiDojo [ Project l## Reports = iWessages @ Test p;;;]é; . Administrator
T i

42 Overview Wy Tasks W ilestones % Costs @ Issues M Risks = Changes @ TimelUse WFiles 3§ Project settings

PRO.JECT: 1 - TEST PROJECT Cremed:6/1 2018 Gramed by Admingsoor Humberof peaple:d

Dashboard = PROJECTS PROGRESS = TASKS = ISSUES 1 high
@ Changes e
Basicdata 1lpw

High priority 6 High priarity 6

Project team A
7 & Risks G madilr
Calendar B tedium tedium flom,
37

Project locations

Low [ ] Low (] @ Wilestones o

Project owner olow

Project target users

Budget COSTS OVERVIEW COSTS BY TYPE

Note : When you click on lists per priorities inside the boxes (tasks, issues, changes, risks, milestones),
you may search the list or sort processes within the selected project.



3.2.Project settings

In case that you do not need certain options from project menu on the left side, click the option project
settings to remove them from project. Mark the checkbox you wish to be visible on project and click the
button Save.

| Overview I Tasks ™ Milestones & Costs @ Issues A Risks = Changes @ Timelse WmFiles | 8 Project settings

pRoJEC‘I’: 'I - TEST pRoJECT Created 67152074 Creaad by sdminismatar Mumberaf peapke:3
Dashboard PROJECT SETTINGS
Basic data

. Froject team Calendar visible Locations visible Project owner Project users Froject budget
Project team visible visible visible visible
Calendar

Demographic data Documents visible Log matrix visible Reorder activities

Project locations visible wisible

Project owner

Project target users
Save

3.3.Project Team

The next step is creation of project team. Click the card Project team.

bashboard PROJECT TEAM
Basic data
Chooseteam member Project role
Project team Choose .
Calendar
Project locations Awvatar Full name Ernail
Froject owner
Project target users 5 Adrministrator Project Manager adminE@nexsto.com

After you created project, you are automatically added to project as Project manager and basic system
role project manager is assigned to you and gives you in advance predefined rights over the project.

Note: Project manager can create any item or process on project, to make the changes and delete the
items at project.

When for certain reason the project has more project managers or the actual project manager must be
replaced, add user previously created in the application (Art.1. Creation a user) and assign him/her the
role project manager.

Note: This application defined up to 6 users in project with assigned function Project Manager.
3.3.1. Creating a project team- defining of members and their role/function in project
Click the tab Project team.

In the box Select team members and select the person you add to team. It is enough to just enter one
letter to the box and previously created users will appear.

Select user or users and click in box Project role and assign the role Team member which offers them
certain predefined rights on project.

10



Dashboard PROJECT TEAM

Basicdata

Choose team member Project role
Project team | l choose v
Calendar Administrator
Project locations Mark Hovickd Role Ernail
Project owner
Project target users Project Manager admini@nexsto.com

Note: Team members can perform the tasks in project depending on privileges defined by assigned role.

Cashboard

PROJECT TEAM
Basicdata
Chooseteam member Froject role
Project team i Choose .
Calendar Choose
. . Aot = Froject Manager Zim
Project locations waLar ull narme m:
Team member |
Froject owner Project overyiew
: Software tester
Project target users ﬁ Administratar Team leader adn

There are five predefined project roles in Kendo manager :

* Project manager- holds the full rights over the project and all the processes within. He can create,
modify and delete all the project processes (tasks, resources, issues, changes, risks, documents,
costs and used time, to post the comments...)

¢ Team member - the most often assigned role to users. Team member can search the contents at
project,to add or delete his comments,to upload documents in project processes.

TASK: TASK TEST

Basic data COMMENTS
Team members

Write a comment
Resources

=
]
(]
]
]

B & B s

= | i= E E pormal - "Times Ne... » Ao

Comments
Documents

Subactivities/Reordering

Select

Motify Users v

can CE'

11



Note: User defined as team member can add and delete his comments and to upload documents.

Other tabs (basic data, team member and resources) he can see but he can't change or delete the

content posted by project manager.

* Project preview — assigned to people who are not directly involved in project realization (e.g. client,
director, Mayor of the Municipality...). The person can view the content but can not modify or

delete it.

* Team leader — has the same function as project manager except the right to change the items in
the left project menu. Team leader can create, modify and delete all the project processes (tasks,
resources, issues, changes, risks, documents, costs and to post comments)

Team leader is usually applied in larger projects and this function is assigned to person who performs
the part of the tasks in domain of project manager or deputy project manager.

* Software tester — used at software projects. This role is assigned to persons who tests the accuracy
of application within software development process.

* Software tester has the same rights as team member and also can create issue (bug) and assign
it to the person (the most often to the programmer) to correction.

1SSUES

Mew Issue

Mame Assigned
Issue test Administratar, Ljubo
I55UE coment Administratar

Export PDF Export Excel Export wWord

Reported by Tasks Finished
ljubo Task Test
ljubo Task Test

3.4. Budget of the project - in basic menu we define the item Budget. The following fields in the

form should be filled:

¢ Institution or organisation —from drop menu choose the organisation,institution and company

which funded the project

¢ Inthe field put the project value
* Field Converted amount and converted currency — serves in the case that project is funded
from foreign sources (e.g. funds in USD but basic currency is BAM).

* (Click the button Save
Note:

e If project is funded by means in basic (domestic) currency , then in the field converted amount
enter identical sum and choose the same currency as at the basic currency (image 2)

e Click to + button if you wish to add new Organization/company. The data are saved for further

use.

12



PRO.JECT: 1 - TEST PROJECT

Created: 6712018

Crealed by Admimistrator Humberaf peaple: 3

Dashboard BUDGET
Basic data

Project team choose
Calendar

Project locations

Project owner

o]

currency

Dollar

Calculated amount

Calculated currency

Choose T

I Institution/Organization Armount Currency Calculated amaunt Calculated currency
Project target users 3 Opitina 50000,00 Dollar
I
Image 2. Creating a budget- converted sum
BUDGET
Institution or arganization Amount currency Calculated amount Calculated currency
Id  Institution/Organization Amaunt Currency Calculated amount Calculated currency

Save

3.5. Calendar — Project calendar is visual overview of project tasks at daily, weekly, monthly or annual

level.

Dashhoard CALENDAR

Basic data

Project team today ¥

Calendar

30 31
Project locations

Project owner

Project target users

Aug, 2018

Tue

1 AuUg 2

Thu

Day  ‘Week Timeline

Fri

Sat

3.6. Project location — Define the geographical location where the project is implemented.

PROJECT. 1 - TEST PROJECT

Cranied: 61172014

Creaed by Adminimetar

Humber af peaphe: 3

Dashboard PROJECT LOCATIONS
Basicdata
Project locations
Project t
roject team ‘ Chonse

Calendar

1ot Code
Project locations

No data

Project owner

N

Mame

13



Note:

* Itisnecessary to previously create Project location Click to + button if you wish to add new Project
location .. Project location is inserted for the first time. The data are saved for further use.

3.7. Project Owner —define the project owner and who initiated the project (company title, organisation
title,department title...). Fill the data and click the button Save.

Note:

¢ The item Project Owner need to be previously created. Click to + button if you wish to add new
Project owner .. Project owner is inserted for the first time. The data are saved for further use.

PROJECT LOCATIONS

Project locations

Id Code Marme

5 2 Banja Luka

3.8. Project target users — with assistance of this option we define who the project target users are and

which target group will benefit from project (Example : Support to Roma people through increasing of
energy efficiency of Roma settlements). Enter the data and click the button Save.

PROJECT: 1 - TEST PROJECT Comatedi6N2018 Crealed by Administatar Humberof peaph:d
basnbeard TARGET USERS
Basic data
Liser Description
Project team choose .
Calendar
Project locations Idl Code MName Description

Mo data
Project owner

Project target users

Note:

¢ The item Project target users need to be previously created. Click to + button if you wish to add

new Project Target user. Project target users is inserted for the first time. These data are saved
for further use.

14



3.9. Demographic data - With assistance of this option if it is needed we define the Gender of the
project namely demographic structure of project target users. Fill the form and click the button Save.

Dashboard

Basic data

Project team
Calendar

Project locations
Project owner
Project target users
Budget

Demographic data

Documents
Logframe

Reorder activities

PROJECT DEMOGRAPHIC DATA

Mumber of project target users

100.00

iden

50.00

Description

test

Id  Mumber of project target users

4 100

3.10. Documents

Target user

romi

Women

30.00

Target user

romi

v . Gender (gender representation})

Children
20.00
Gender (gender representation) ken
Yes 50 (50%)

Unknown
0.00
¥
e
Women Children Unknown
30 (30%) 20 (20%)

e Click the button select to select the document on the form for uploading documents
e Enter the description of the document and click Save

Option documents serves us to upload the project documentation and files related to project. Thus all
the documents are available to project team at one place and at any moment.

Dashboard

Basic data

Project team
Calendar

Project locations
Project owner
Project target users
Budget

Demographic data

Documents

Logframe

DOCUMENTS

Document description

Document description

test

Select

Document name

Bottom plate.ding

Date

8/24/2018 5:00:42 PM

m

Document owner

Administrator

15



3.11. Logical framework matrix

The option logical framework matrix is an auxiliary instrument used when we manage EU-funded
project. Click the tab Logical framework matrix on the left project menu. Fill the form of matrix and
click the button Save.

Version 1 Name Indicators:
Project team
Calendar

General Goal
Project locations

4 P 4 p

Project owner
Project target users specificgoal
Budget

Demographic data

Documents Results

4 y. 4 4
Logframe

Reorder activities
Activities

)

3.12. Reordering Activites
Each activity after creation in application will be automatically numbered as 1,2,3,4...
If you need to change the order of the tasks, click the tab Reordering Activites.

Drag the desired task and click to save the new order (images 2 and 3).

TASK: TASK TEST

Basicdata SUB-ACTIVITIES * Drag tesks toreorder

Team members

[ T-subtask2 4y
Resources : W

Comments

Documents

Subactivities/Reordering

TASK: TASK TEST

Basicdata SUB-ACTIVITIES * Dran tasks torecrder

Team members

Resources

Comments

Documents

Subactivities/Reordering

16



SUB-ACTIVITIES

i subtask

TASK LIST
Mew Task
Reorder Mo Marme Description  Assigned Start Due date  Price Currency Finished Progress Pr.
E 1 Task Test testdsss gizgf”amr' I 6/1/2018 6152018 50,000.50 Dollar o I n
E subtask test 22018 T/6/2018 | 0.00 Dollar o n
E 1.2 sub task 2 test Jelena Opatic Tes2018 TA201e 000 Dallar n
E ) Milestone test Administrator 6/1%/2018 6/13/2018 10000  Dallar E I+ n

4.Project options

ﬁ,_.. fND@ . . . _ Rl - bl
P D . g essages Search . Administrator
- age [C1Dojo 2| Project Report = Messages @ Jol e P b dministratar

o Overview W Tasks ™ Milestones % Costs @ Issues M Risks = Changes © TimeUse @B Files 2 Project sellings

After you created project in the menu project options, you have at your disposal the following project
options:

Overview

Tasks and Gantt
Milestones
Costs

Issues

Risks

Changes

Time used

. Files

10. Project settings

© o N U A WN e

4.1. Project Overview

The project overview is intended for the project manager on the project. In this way, the project manager has a
quick and easy overview of the current state of the project and the current status of project tasks delegated to
the members of the project team.

Due to the quicker and easier insight for the project manager, project tasks are grouped on the lists Today,
Upcoming, Late and Finished which are automatically updated depending on the deadline and changes defined
by the project manager on the project.

17



| Overview WyTasks ™ Milestones & Cosls @ Issues M Risks &= Changes @ TimeUse ® Files & Project settings

OVERVIEW

Dashboard TASKS

Basic data

Today @ Upcoming Late @ Finished @

Project team

Calendar

RISKS
Project |ocations

Project owner Today @ Upcoming Late @ Finished @

Project target users

Budget ISSUES

Demographic data

Today @ Upcoming Late @ Finished @

Documents

Logframe

CHANGES

Reorder activities

Today @ Upcoming Late @ Finished @

MILESTONES

Today @ Upcoming Late @ Finished @

Note : When you click on lists per priorities inside the boxes (tasks, issues, changes, risks, milestones),
you may search the list or sort processes within the selected project.

TASKS
Naime Froject Assigned Start DuUg date Finishec Progress Pr.
Type a name and
click enterfo search
| task
subtask Test Praject /212018 /62018 [ | [+]

4.2.Tasks

1. In order to create new task on project, click the item tasks and you see the list of project tasks
which you can sort, search and reorder the tasks.
2. Click the button New task from the list of tasks to create the new task .

l#* Overviewn WY Tasks W Kilestones 5 Costs @ Issues A Risks S Changes @ TimeUse WmFiles 3§ Project settings

TASKLIST
Mew Task
Reorder No Name Description Assigned Start Due date  Price Currency Finished Progress Pr.
E 1 Task Test testdsss Adrninistrator, Jelena Opatié 6/1/2018  B/15/2018 5000050 Dollar [+] “

18



3. Fill the form Basic data and click the button Save to get the other options within the new task.

TASK: NEW TASK

Hame Priority

Task Test High v Milestone
Subtask of Total value currency

0.00

Description

test

4

Start Due date Finished date
83172018 /3112018 Finished
Duration (daysy work fund ¢hours) Progress till now
1 0.00 0%

m

Note : Upon finishing the assigned task, team member informs project manager via message (inform
the user) and post a comment. After prepared information,project manager performs the control,select
check box finished and enter the date in the box finished if the task was successfully finished. On the
basis of this action the process will automatically move at user's dashboard on the list of finished tasks
(Manual, My dashboard).

If Project manager wish to reactivate the task, it is necessary to deselect check box finished, delete the
date in box solved, change deadline if it is expired, save the change and inform the team member by
message (option notify users).

TASK: TASK TEST

Team members
Mame Priority
fesourcas Task Test High v Milestane
Comments
Subtaskof Total value Currency
Documents
50,000.50
Suhactivities/Reordering
Description
testdsss
4
Start Duedate Finished date
&1/2018 6152018 6/10/2018 ¥ Finished
Duration (days) Work fund (hours) Progress till now
4 5.00 100 %
Motify Users v

19



4. After you saved a task, within basic data you get an option Notify Users. If you wish to inform project
team members, this option enables you to send e-mail from the form. Fill the form, select the team
member and click the button Save.

:

Select All

Adrministrator |« Marko Markowic Ljuhisa Wukovic

Message

test

After you saved basic data for the task, you got the other task-related options on the left side.

5. Team members — Click the tab Team members . In the box Select team member choose the user
(it is enough to enter just one letter to appear the user from the list) . Click the button Add and
assign the task to team member who is responsible for the realization. Assigned task will
automatically appear on dashboard of user (paragraph 2.2.). The user receives automatically e-
mail with information about assigned task.

TASK: TASK DECEMBER

Basicdata TASK ASSIGNEDTO

Team members
e Choose team member
Resources A
| Add

Comments

Avatar Full name Email
Documents

Subactivities/Reordering

ﬁ Administrator admin@nexsto.com Delete

6. Resources

To define the resources used for realization of the actions, click the tab resources. Enter the title of

the resource and choose the category. In case that you want inform other team members, fill the form
Notify Users. Then click the button Save.

TASK: TASK DECEMBER

Basicdata RESOURCES

Team members
Resourcename Resourcetype Allocation Description

Resources "
John Novicki Choose v 100.00 %

Comments Choose

Notify Users Material resources ’
Documents

Human resource

Subactivities/Reordering

Resaurce narme Resource type Description Allocation

Mo records to display.

20



7. Comments

Option comments serves for discussion of project team members i.e. to post comments regarding the
task progress. Click on option comments. Fill the form comments. Upload the document if you have it at
your disposal. If you want to inform the other team members click on the Notify Users. After you filled
the form click the button Save.

TASK: TASK DECEMBER

Basicdata COMMENTS

Team members
Writea comment

Resources P>y

]
»
=]
~
I=
]
1]
1]
]
1

= Normal - Roboto, 5.~ 2 AT o

Comments test

Documents

Subactivities/Reordering

@ cpanelpng
Rermave

File info

Select
Matify Users "

Select All

Administrator v Marko Markovic Ljubisa Wukovic

Message

4

Note :

e Each member of project team can delete just own comments .

A
ﬁ Administrator n
test

cpanel png|

8. Documents
The option Documents is aimed to store the documents and files relating to realization of specific
task.
Click the button Select. Choose document- enter the description of document and click the button
Save.

21



TASK: TASK DECEMBER

Basicdata

DOCUMENTS
Team members
Resources @ urbanizam.pdf
Comments Remove

Subactivities/Reordering Document description

‘ test]

Matify Users -
fe

DOCumEnt description Document name Date DOCUMEnt avmer

test TinyDeal - Orders Detail pdf 8/31/2018 3:39:51 AM Administrator Delete

Note : Users who hold the project role Team member (3.6. Project team) can put the documents but they

do not have the permission to delete the documents or to make changes. Those rights are predefined to
project manager.

Subaclivities/Reordering

Motify Users
Document description Document name Date Document owner
test EDU uslavi docx 611/2018 11:03:20 A Administrator

9. Subtasks (reordering)

When a task consists of subtasks (1.1., 1.2, 1.3, 1.3.1) you can make the reordering using this option.
Kendo Manager supports existing of up to 4 sublevels in activity.

Image 1. Creating a subtasks

Image 2. List of tasks

TASK: SUBTASK

Basic data

BASIC DATA
Team members

Mame Priority
Resources subtask High v Milestone
Comments

Subtask of Total value Currency
Documents

Task Test x 0.00 Dollar

Subactivities/Reordering

Description

test
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Image 3. Reordering of tasks

TASK: TASK TEST

Basic data
Team members
Resources
Comments
Documents

Subactiviti eordering

4.2.1. Gantt

SUB-ACTIVITIES

i 1- subtask
22 subtask 2

Kendo Manager project management software supports both modes, Task List and work throw to Gantt

chart.

1. Click the option Task-Gantt View

TASKLIST
Reorder No Name Description Assigned Start Due date  Price Currency Finished Progress Pr.
E 1 Task Test JCEIELE Adrministrator, Jelena Opatic 6(1/2018  Bf15/2018 50,000.50 [+]
E 11 suhtask test 77272018 we2018 0 0.00 [+]
GANTT VIEW
Export to POF Day  Week  Month  iear
Jun, 2018
Ordinal
MNurmnber Task Start End Fri6/01 - Sat 6/02 Sun 6/03 - Sat 6/09 Sun 6/10 - Sat 6/16  Sun 6/17 - Sat 6/23  Sun 6724 - Sat 6/30 Sun 7/01 - 3at 7/07
1 ¥ Task Test 01/06/18 15/06!1. Ljubo | sofa -
11 sub task 2 05/07/18 11071
12 subtask 02/07/18 06/07/1
2 Milestone 13/06/18 13/061 M Laptop po

3. Fill the form Basic data and click the button Save to get the other options within the new task.

GAN m Project managament system

X
Basic data Tearmn members Resources Comments Documents Sub-activities 15}
Mame Priority

Task Test High v Milestone
Ordit
Hum Subtask of Total value currency
1 50,000.50 Dallar
1.1 Description I

testdsss
1.2
2
3 L] ’ I

fPages/GanttActivity aspx?ordnumb=1

4 est 1244 Uardig 2o



4. If you want to edit an existing task, click on Ordinal Number

GANTT VIEW

Expart to PDF

Ordinal
Number Task
¥ Task Test

sub task 2

Start End
01/06/16 18/06/1
05/07/18 /71

4.3 Milestones

Fri 6/01 - Sat 6/02

Sun 6/03 - Sat 6/09

Jun, 2018

Sun6/10- 53t 616 Sun 617 - Sat 6/23  3Un 6/24 - 33t 6/30

Ljubo  sofa

Milestones in project are the events (tasks) of great importance for project.

1. Select project and click the option Milestones- New Milestones

]

0jo

[ Project

ilestones

§ costs

|+* Reports

= iessages @

@ Time Use

= Changes

W Files

4 Project settings

Day  Wweek  Morth

Year

Fun 701 - Sat 707

Administra

MILESTONES

Reorder Mo,

a -

Name

Milestone

Description

test

Assigned

Administrator

Start Due date  Price Currency

6/13/2018 6132018 10000  Daollar

Finished

Gantt View Mew iilestone |

Progress Pr.

@0

2. Fill the form and select check box Milestone to give the status Milestone to the task.

Click the button Save .

TASK: MILESTONE
Team members

Mame Priority
Resources Wilestone High v + Milestone
Comments

Subtask of Total value Currency
Documents

100.000 Dollar v

Subactivities/Reordering

Description

test
4

Start Due date Finished date

6/13/2016 6/13/2018 Finished

Duration (daysy Weork fund thoursy Progresstill now

1 0.00 10 %

Motify Users

24



3. Marked task will be shown on the list Milestones .

MILESTONES
Reorder No Name Description Assigned Start Due date  Price Currency Finished Progress Pr.

E 2 Milestone test Administrator 6/13%2018 &/13/2016 10000  Dollar E (1] “

4. In the tab Team members assign the Milestone to member who is responsible for realization.

TASK: MILESTONE

Basicdata TASK ASSIGNEDTO

Team memb

Chooseteam mamber

Resources -

Comiments
Avatar Full name Ermnail
Documents
Subactivities/Reordering
B Administrator adming@nexsto.com

Note :

Usage of other options (Resources, Comments, Documents,Subtasks) in the task defined as Milestone, is
the same as in ordinary task.

4.4 Costs

The option Costs serves to record the costs during the implementation of project.

1. Click on Costs in menu project options-New cost

|2 Overview Iy T ™ ailestones | % 5 =Changes @ TimeUse W@Files 2§ Project settings

PROJECT: 1 - TEST PROJECT Coenehi6 R0 Cremed by dminkcuiar Wumberof paspleid
Dashboard COSTS
Basicdata
{ E: Alternative costs Export PDF Export Excel Export Word
Project team
Calendar
Planned uniits Price per AMount without Tax

Project locations Name cost Task Type unit number unit tax Amount Total
Project owner
Project target users [ICEIIE e Yes Task Test | Consultants Kom 500 100000($)  5000.00 (3) wongy o000

avgust (€3]
Budget

P |

Bager “es TaskTest o oo® Kom 500 100.00(5)  500.00(5) 10.00(§)
Demographic data EA0ETSES
Documents Motika No Wilestane Equipment kom 2.00 458.00 (%) 912.00 ($) 10.00 ()
Logframe Safija put Yes Task Test  Equipment kom 4.00 100.00 (%) 400.00 (%) 1000(§) 41000 (%)
Reorder activities 6812.00 () 40.00 (§)  €852.00 ($)
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2. Fill the form Costs and click the button Save.

If project requires expressing of the costs in other currency, select Cost in other currency on the
form Costs to fill the auxiliary form.

COSTS
Cast Alternative cost
Mame Date
Laptop decembar Planned cost 1201912018
Choosetask Price per unit Units number
task december v 200.00 2.00
Tax Amount Amount without tax Unit
0.00 400.00 kam
Amount
400.00
Type Description
Equipment A test122
i
Motify Users -

m

3. Select Currency on the form to get automatically converted amount in selected currency
4. Click the button Save
5. If you wish to view the converted values click the option Alternative costs

COSTS
.

Mame Planned cost  Task Type Unit Units number  Price per unit - Amount without tax Tax Amount  Total

Laptop decembar Mo task december  Equipment ko 200 200.00 (%) 400.00 ($) 0.00 (%) 400.00 ()
auto Mo task december  Personnel expenses 2.00 1.00 () 2.00 () 10.00 () 12.00 ()
mis es task december  Personnel expenses  kom 2.00 1.00 (%) 2.00 (5 0.00 () 2.00(8)

404.00 $) 1000 ($)  414.00 ()
Note :

Exchange rates comparing to main currency in application can be inserted using Admin profil
(Administration-Codebooks —Currencies). Exchange rate value can be changed depending on need.
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T =

Fiy = Changes OTi B Files 28 Projec I, Projects .

& Users

& Roles and permissions I |anguage >

& Password change

Project priarit
Jectpl Y CURRENCIES £ Upload licence file

Project status
Language

Project category

English v
Institution/Organization
Id Code Hame
0
Costlype Rate Symhol Alternative code

Resourcetype

Institution type

m
Project locations

Project in accordance with Id Code Name Symbol Alternative code Rate Default
Project owner 1 KMl Conwvertible Mark KM BAM 1.000 No Default
The default currency of the
application
Projecttarget users 2 EUR Eurg € ﬁ EUR 0510 Mo Default
3 usD Dollar % usD 1.000 YES
4 GBP Eritish Poung £ o 0420 Ho Default

4.5 Issues
Otion Issues serves to register the issues, assignig to project team members to solve them and to create
the connection with certain project task .

1. Select project — Click at Issues — New issue to receive the form for creating an issue

=cChanges @ Ti Files  #& Project settings

PROJECT. 1 - TEST PROJECT Crested by i rep
Dashboard 1SSUES
Basicdata
Export POF Export Excel
Project team
calendar Name Agsigned Reported oy Tasks Finished
Project locations
Project owner 1s5Ue test Administratar, Liubo Ijubo Task Test
Project target users Issue coment Administratar ljubo Task Test

2. Fill the form and click the button Save. When you create an issue, you will get other options in
menu on the left.

ssue

Reporte By
A higher than planned Than Finished
Dessription
15t
Repurted date e date Resalved
8212018 ® Q12018 5] E]
Influence Frionity

High j High j

Selsct

m
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3. Click the tab Team members. Select the user in the box Select team member (just enter one letter
and the user from the list will appear). Click the button Add and assign the issue to project team
member responsible for issue solving. Assigned issue will automatically appear on dashboard of
the user (paragraph 2.2.). The user automatically receives e-mail with information about the
assigned issue.

PROJECT. THE COST HIGHER THAN PLANNED

Issue ISSUE ASSIGNED TO
I Choose team member

Tasks ad]

Lomments Administratar

Full name Email

4. When the issue is connected to specific task, click the option Tasks and add task .

PROJECT. THE COST HIGHER THAN PLANNED

Issue ISSUE TASKS
Team members
Choosetask
:
Comments Task Test 2
ljubo test task
subtask
sub task 2
test gant

5. The option Comments serves for discussion between Project manager and project team member
who is responsible for solving of an issue. Also, and other project team members can post the
comments. Posted comment can be deleted just by person who posted it.

PROJECT: THE COST HIGHER THAN PLANNED Crmned Cresed by Humberof pespe

ssue COMMENTS

Team members
Write a comment

B2 0& B 7

Tasks

[E]
m
[0}
L]
]
A1)
[
mr
mr

= Normal . serif ~  Size Ao

Comments

Select

Motify Users v
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Note:

When assigned issue is finished, team member post a comment and inform project
manager via message (inform the user). Then project manager carries out the control,
select check box finished and enter the date in box finished if the Issue is successfully
finished. On the basis of this action, the process on dashboard will automatically move
on list Issue Finished (Manual, Art.2.My Dashboard).

PROJECT. 1 - TEST PROJECT Creted G Created
Team members

Mame Reported By
Tasks Issuetest ljuba + Finished
Comments

Description

test
Reported date Due date Resolved
6/5/2018 6/15/2018 6/15/2018

If Project manager wants to reactivate the Issue, it is necessary to deselect check box finished, delete
the date in the box solved, change the deadline if it is expired, save the change and inform the team
member by message (option Inform the user).

4.6 Risks

The option Risks allows us the opportunity to register project risks, to define time frame, influence to
project as well as the possibility to happen.

1. Choose Project —Click the Risks-New Risk to receive the form for creating of risk.

PROJECT. 1 - TEST PROJECT Gremet
Dashboard RISKS

Basic data

Project team

Calendar Weme Assigned Tasks Finished
Project locations
Project ovener Risk Test Adrministrator, Ljubo, Jelena Opatic Task Test Delete

Project target users Risk test comment Administrator Task Test Delete

Budget

2. Fill the form and click the button Save. After you create Risk you can get other options in the left
menu.

29



PROJECT. 1 - TEST PROJECT Gramat

Risk RISK
Mame Reported By
Risk Test ljubo Finished
Description
Test
Z
Reported date Duedate Resolved
8/31/2018 9312018
Influence Probahility
Highinfluence v High v

3elect

m

3. Klick on tab Team members . In the field Select team member choose the user (just enter one
letter and the user from the list will appear) Click the button Add and deliver risk to project team
member who has to solve it . Assigned risk is automatically appeared on dashboard of the user
( paragraph 2.2). The user automatically receives e-mail with notification on assigned risk.

RISK: RISK TEST Grosiat: Crsted by Humberaf peagh:

Risk RISK ASSIGNED

Team members
Choose team member
Tasks A
| Add

Comments

Avatar Full name Email

ﬁ Administrator adming@nexsto.com Delete

4. If the Risk is connected to certain task, click on option Tasks and add Task.

RISK: RISK TEST Cronat: Commedby  Mumberof peaple
Ruske RISK TASKS
Team members
Choosetask
Tasks | d
Comments Task Test -
ljubo test task
sUbtask
sub task 2
test gant
=

5. The option Comments serves to discussion between Project Managera and Project team member
who is responsible for solving of the Risk . Also, the comments can be posted by other team
members. . Posted comment can be deleted only by a person who posted a comment.
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RISK: RISK TEST Crmmsd: Cremsdby Numberad peaple:

Risl COMMENTS

Team members
Write a comment

Tasks

iz
»
=
N
=
i
1
1]
]
[}
"
II\
L

= nNormal - serr v Size - Ao

Comments

Select

Notify Users v

Note:

When assigned risk is solved. Team member post a comment and inform Project manager via message
(Notify Users). Then, upon receiving the information project manager carries out the control, select
check box finished and enters date in the field solved if the risk was successfully finished. Based on his
action, the process on dashboard will automatically move to the list Risk Finished (Manual, Art. 2.My
Dashboard).

Risk RISK
Team members
Mame Reported By
Tasks -
Risk Test ljubo ¥ Finished
Comments
Description
test
4
Reported date Due date Resolved
6/1/2018 E/5/2018 72018
Influence Probability
Highinfluence A High
Select
MNotify Users v

[ save | e |
When Project manager wants to reactivate the Risk you have to deselect check box finished, to delete
the date in the field solved, to change the deadline if it is expired, to save the change and inform team
member via message (option Notify Users).

4.7 Changes

Managing changes in project or Change management aims to continually creating of positive changes in
project. Managing changes is the part of assignments performed by Project manager.

You can register the changes using the option Changes, to deliver the changes to team members and to
define time frame for their solving.

1. Choose Project —Click on Changes — New Change to receive the form for creating of Change.
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PROJECT: 1 - TEST PROJECT

Dashboard

CHANGES

Basicdata
Hew Change

Project team
Calendar Mame Assigned
Project locations
Project owner change test Administrator, Ljubo
Project target users Change test comment Administratar

2. Fill the form and click the button Save
in the left menu.

Reported oy

ljubo

ljubo

Export POF Export Excel Export Word

Tasks Finished
Task Test Delete
Task Test Delete

PROJECT. 1 - TEST PROJECT

Mame

Description

Reported date Duedate

Influence Priority
Choose v Choose

Reported By

Finished

Resolved

m

3. Click on tab Team members. In the field Select team member choose the user (just one letter to insert
and the list with user is appeared). Click the button Add and assign Change to team member who has to
solve it . Assigned change is automatically appeared on dashboard of the user ( paragraph 2.2). The user
automatically receives an e-mail with notification on assigned change.

CHANGE: CHANGE TEST

Change CHANGE ASSIGNED TO

Tearm members
Choose team member

Tasks
Add

Comments
Avatar Full name

B Administrator

Emzil

admin@nexsta com

4. If the Change is connected to certain task, click the option Tasks and add task.
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CHANGE: CHANGE TEST

Change GOMMENTS

Team members
Write a comment
Tasks

Comments

Notify Users

Select

=

Morrnal v "Tirnes Ne... v

-

v

el

6. The option Comments serves to discussion between Project Managera and Project team member who is
responsible for realisation of the Change . Also, the comments can be posted by other team members. .

Posted comment can be deleted only by a person who posted a comment.

Note:

The assigned change is solved. Team member post a comment and informs project manager via
message(Notify Users). After receiving the information, project manager carries out the control, select

check box finished and enter the date in the field solved if the Change was successfully finished. .

Based on his action, the process on dashboard will automaticallymove to the list Changes Finished

(Manual , My Dashboard).

PROJECT: 1 - TEST PROJECT

Change CHANGE

Team members
Mame
Tasks
changetest
Comments
Description

test

Reported date

E/10/2018

Influence

Reported By

ljuho

Comaed: 6112018 Cresied by ddminimatar

~ Finished

Due date Resolved

6/14/2018 6/10/2018

Priority

If Project manager wants to reactivate the change , you have to deselect check box finished, to delete
the date in the field solved , to change the deadline if it is expired, to save the change and inform the
team member via message (option Inform the user).
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4.8 Time used

The option Used time helps to register used time in project.

1. Select Project —Click on Time Use — New time use to get the form for creation of Used time

TIME

MNew Time Use

MOM PAID TIME: 60.00 § - PAYABLE TIME: 0.00 $ - TOTAL: 60.00 §

Export PDF Export Bxcel Export Word

Task User Date Descriptian Spent time Chargeable Price
Task Test Administrator 6/10/2018 testt 10h 3min o 1000
Task Test Ljubo 6/11/2018 test 10h 1min Mo 10.00
2. Fill the form and click the button Save.
PROJECT. 1 - TEST PROJECT re crmed
Dashboard TIME USE
Basic data
User Choosetask
Project team Administrator v Chargeable
Calendar
Hours inutes Price Date
Project locations
10 3 10.00 6/10/2018

Project owner
Project target users
Budget
Demographic data
Documents

Logframe

Note :

Description

testt

m

* Atregistering of time used in the field Price enter the total Value of Used time expressed in the
currency (example: project team member- David Wolf spent 10h in total value of 10(S) for the

task Project preparation. Used time is payable service in project)

Used time in project is registered by Project manager.

Image 1. List of Time used in project

TIME

Mew Time Use

Task

Task Test

Task Test

Administrator

Date

6/10/2018

6/11/2018

MO FAID TIME: 60.00 § - FAYABLE TIME: 0.00 % - TOTAL 60.00 §

Description Spent time Chargeable
testt 10h 3min Mo
test 10n 1rmin Mo

Export PDF Export Excel Extport word

Price

10.00 Delete
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4.9 Files

The option Files represents the list of all documents and files uploaded on project through the project
options.
The list can be searched.

1. Select Project —Click on Files to view the list with files and project documents.

o Overview Wb Tasks M ndilestones & Costs @ Issues M Risks S Changes O TimeUse | B Files 8 Project settings

FILES
Document description Document name Date Document owner
test 30 FILE 3DM 8/28/2018 6:33:54 PM Adrministrator
test TinyDeal - Orders Detail pof B/31/2018 9:47:03 AM Administrator
test EDU uslovi docx B/11/2018 11:03:20 AM Adrministrator

4.10. Project settings

In case that you do not need certain options from project menu on the left side, click the option project
settings to remove them from project. Mark the checkbox you wish to be visible on project and click the
button Save.

Created: 6412018 Crested by Administratar Humberaf paphed

PROJECT SETTINGS

+ Project team visible Calendar visible Locations vizible +  Project ownervisible Project users visible «  Project budget visible
Demographic data + Documentsvisible Log matrix visible Reorder activities
visible visible

5. Shortcuts in Kendo manager

¢ Creating of new process in selected project— After you selected the project, in the menu project

options click on + to open quick menu with options for fast creating of new processes in project.

l# Overview WY Tasks W Rlilestones & Costs @ lssues £ Risks S Changes @ TimelUse @ Files # Project settings

RETREES

M Ie A RISKS O 1SSUES = CHANGES
New Risk (o) Today @ Today (0] Today 0
Mew Change Soon Soon Soon

Mew Time Use o Deadline exp. an Deadline exp. © Deadline exp. (2]

Finished (1) Finished (5] Finished (1) Finished (1)

¢ My dashboard— When you wish to return quickly on your dashboard from any part of the
application click the logo of Kendo maager in the upper left corner.
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_:" H f N D@ Dojo [Z1 Project |+ Reparts = Wessages @@

mneggs MATAGETD

l#* Overvieww Iy Tasks M Rpdilestones & Costs @ lssues A Risks 2 Changes @ Timelse B Files

e Dashboard of the project (control table of the project) — If you want to return quickly to
dashboard of selected project click on the project title in the upper right corner.

Chosen project: é ol
Test Project " -

@ TimelUse WFiles 2 Project settings

6. Kendo manager basic options

; HiND@ [C1Dojo [21 Project |+ Reports = Messages @ Search

paga: MAanNager

When you login on the application using user data in top menu you get the options as follows:

* Dojo
* Project
* Reports

* Messages

6.1. Dojo — multi-project dashboard

With the new Kendo Manager Dojo, you can easily manage multiple projects simultaneously in an easy
way.

Dojo is intended for the company director or project manager who manages multiple projects at the
same time.

Dojo simple dashboard control panel allows monitoring of all active projects and all active project
processes. On Dojo Dashboard you can find the following overviews that are important for your
projects: project activities, problems and changes in the project, risks, key events, total costs and total
time spent for the realization of your company’s projects.

All Lists (Today, Upcoming, Late and Finished) on the Dojo Dashboard are automatically updated.
Dojo shows all active projects and all active project processes. If a particular process (activity,
problem, cost, etc.) is deleted on the project, it is no longer shown on the lists. If the project is
deleted or archived, all project processes associated with it are no longer shown on the control
panel.

Kendo Manager Dojo option is a simple and convenient method for tracking all active projects and
project activities in real time.
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= H4END®

laega: Manager

0 ¥

I Tasks

@ Project |2 Reports

$ (>

= Messages @

AR 20

Administrator

DOJO - ACTIVE PROJECTS

= TASKS A RISKS © ISSUES = CHANGES MILESTONES
Today Today (0] Today (1] Today (0] Today (0] ‘
Upcoming Upcoming Upcoming Upcoming Upcoming
Late Late (5] Late (4] Late (5] Late @
Finished Finished e Finished ﬂ Finished ﬂ Finished o ‘
Lul COSTS OVERVIEW Lul COSTS BY TYPE
usb
0 10000 20000 30000 40000 50000 60000 70000
Actual 4834USD
= Personnel expenses — 2674
~ Overhead costs
= Consultants
Meetings and events
Planned | | 1552USD = Promotion costs
== Equipment
Budget 68000US § \
500 1 300
© TIME
Y A Tl
224.00 $ 10.00 $ 234.00 $ 96 Hours
59 Minutes
All Tasks All Risks All Issues All Changes All Milestons
Name Project Assigned Start Due date  Pr. Finished Progress
Task Test Test project Administrator, Jelena - o1 0018 6152018 © e B
! Opatit
ljubo test task Test project Administrator 71112018 7/11/2018 a = |
subtask Test project 7/2/2018  7/6/2018 Q [ e |
sub task 2 Test project Jelena Opatic 7/5/2018 7/11/2018 a | 205 E
test 1223 Test project Administrator 52018 71972018 © ] [“as | = |

- “« - 2 3 > » Page size: 5 g

15 items in 3 pages

6.2. Project menu — if you wish to create New project or to view List of projects click on menu Project

: ﬁ]aihﬂge? [8 Project |#" Reports

= Messages @

| Overview I Tasks W Miler = MewProject A Risks 2Changes @ TimelUse WFiles 28 Project settings

= TAQKS 4L RIGKSR b 1281IF] = MHANGFS 2 LAY |1

¢ Click on Project — Projects to get the list of projects. List of projects can be searched per columns
or sorted if you click the title of the column. If you wish to see the content of specific project click
the option Select.
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PROJECT SEARCH

Hew Project

Name Project number Start End Status Priority Archived
Test project 1 6/1/2018 9/1/2018 Open High No
Privatni projekat 2 6/6/2018 9/6/2018 Open High No

6.3.Reports

Kendo Manager posses a variety of different reports .

éﬁm ﬁnainggng? ojo [Z Project |+ Reports = Messages @

lo# Overview W4 Tasks W wilestones  § Co: I Projec i 2 Changes @ TimelUse #€ Project sett

E

PROJECT SEARCH

Mew Projsct

Marne Froject number Status
@ Time
Test project 1 B/1/2018 Open
e Fuirils
Privatni projekat 2 662016 4 Open
B tumber of projects per
Warko project 34 B/30/2018 year and the armount Dpen
i ) B8 tumber of projects for
Project owverview test g 104172018 the p - Open
test australian 1 FRi2018 Open
project december 1 124172018 Open
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Basic reports in Kendo Manager:

* Project overview — offers us the possibility to create the list of projects. Report contains different
options that enable generating of list of projects sccording to the requirements. Report can be
printed or exported in different formats (word,excel,pdf..).

Project status: <Choose>__ | ¥ all Project category: | <Chaosex | #an
Date from: [ HH @ Ay Date to: [ B

Project started by: | =Choose> 7 |4 all

© ©1¢ ¢ [i wom > > [cooseeputioms | ol 5 & @ @
Choose export Tormat
Acrohbat (PDF) file
SV (comma delimited)
‘ Excel 97-2003
Projects overview lExce\ Worksheet
PowerPoint Presentation
‘TIFFﬂIE
} Web Archive
Word Document
Category Status Project manager Team meambers Start date End date

8/31/2018

Economic projects

Privatni projekat Adrministraton 9/6/2019 50000.000 (5)

|Tula\

50000 ($)

¢ Project Plan — is flexible report which you can customize to your requirements. Choose project
and select the options you wish to be shown within the report. Click on Generate Report. Report
can be printed or exported in different formats(word,excell,pdf...).

Project Test project v Budget: ® True O False
Tasks ® True O False Commen tsi ©True O False

Costs True © False Resources: © True  False e
Milestones: ® True  False Changes ®True False

tssues ®rue O raise Risks ® True O False

Demographic dat B Fal

@ © 1K < [ |rom1 > Dl [Chooseexportformat  v| EBpot G & & F@

Project plan 8312018
Basic data
Name: Test project Project number. 1
st open Praject owner.
Category Social projects Project users
Budget 5000.000 §
Project manager.  Administrator Project location
Project stat: 612018
Project end 912m18 Strategic document. Development Strategy

¢ Costs overview — represents detailed overview of the costs in selected project. Report on costs is
flexible report. If you want to see selected data on costs in selected project, only mark the option

Cost type: <ichoose= v | all Project: Test project v
Alternative cost: True False * all Flanned cost: True False ¥ all
Date from: :E < all Date to: :ﬁ] =i

@ ©IK < = from1 > »| |chooseexportformat  v| EBEqot & @ & g

.. Project costs 83142018

Test project

ask Test /302018 prairani trogak avgust Bst kom 5000 34.000 ($) 170,000 (5  10.000 (F) 180.000 (F)

frotal HE  0® 10 180 (§)
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Note :

If you want to see the the graphic representation of the costs click on Reports — Charts — Costs overview

Cost type: <Choose= | gl Project: Test project v
Generate report
Alternative cost: True ' False ¥ all Planned cast: True ' False ¥ all

e DK < | from1 > | |Chooseexportformat v Export G @ & fg

.. Project costs

8/31/2018

1400

1200 o

1000 -

Cansultants Equipment  Meetings and events Overhead costs  Personnel expenses Promation costs

¢ Overview of the time used on project — Click the Reports —time . Choose the project and click the
button generate in order to create the report on time used.

Project: Test project v User: =Chooses T A

Date from: EE @ Date to; A 9 Generate report

Payable time: True O False @ Al

Q@ © 1K < 1 |frem1 > )| |Chooseexportformat v Bwpot & & & Ed

Time spent on the project /3172018

Activity Name Comment Date Hours Minutes Chargahle Price Currency
1 [Task Test Administrator estt B10/2018 10 B Mo 10.000] USD|
2 [Task Test Liubo est EA1/2018 10 1 Mo 10.000) uUso)
3 |Milestone Ljubo est g/282ms 14 jul Mo 10.000] UsD)
4 [Task Test Adrninistrator est Fiozms 12 5 Mo 10.000] USD|
6 [Task Test Adrninistrator est Fi7ems i 23 Mo 10.000] USD|
6 [Task Test Administrator est 252018 (10 [20 Mo 10.000) UsD)

6.4. Messages

Kendo Manager owns integrated flexible information system for communication of project team
members.
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| Overviewr WY Tasks W™ idilestones & Cosls @1 5 A Risks S Changes © TimelUse W8 Files #§ Project settings

MESSAGES
Title Project Sender Date Comments
test Ljubeo Administrator 8/31/2018 11:06:14 AM

« System message — information and notifications on assigned projects and tasks are sent to user
into the inbox in application

« E-mail system —information and notification on assigned projects and tasks are sent to user's e-
mail

6.5. Search

The option search serves to search the project database per term or per phrase.

Chosen project: A -
f: F_ o h Administraton
Test project

The result of the search

PRIVATNI
Project Name Name Description
Privatni projekat Project: Privatni projekat test

7. User options

= .
= HEND® o mroe e mveose fy s

Iy Projects >
= TASKS £ RISKS O ISSUES = CHANGES MY MILESTONE]
@ Roles and permissions W | anguage >
Today [ 1] Today (1] Today [0] Today {0] Today
EH Code tahles & Logout
Soon soon 0 soon soon Soon _
Deadline exp. 0 Deadling exp. [} Deadline exp () Deadline exp. (2] Deadline exp. & Upload licence file (1]

The following options are available :

* Change of password —If you wish, this option lets you change own password. When you forgot
your password, click on login page option Password forgotten

"g?\HfND@

_» manager

User login

Usemame
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* Language — Kendo Manager currently supports English and Serbian (Latin
alphabet) language

= HfND@ [CiDojo ] Project |+ Reports = iessages h Administrator
= manager Diooj & Proj i = iessages @

N Projects >

e Administration >
= TASKS A4 RISKS @ ISSUES = CHANGES MY MILESTONES £
Todlay (0] Today Q Today @ Todlay 5] Today
52 English £ Logout
Soon Soon Soon Soon Soan English (Australian)
Deadline exp. 0 Deadline exp 0 Deadline exp. e Deadline exp. 0 Deadline exp. = German [1]
Finished o Finished a Finished ° Finished o Finished = Croatian o
&l Bosnian
(—

 Sign out - option serves to user to sign out from the application
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